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Career Preparation Guide

As you think about future career choices, think of the community in which you live. Your community can be one of the best
resources for information about careers, mentors, counselors, and finances. Try to become informed by talking with your
school counsler as well as other resource personnel. Developing a plan for the future will help you accomplish your career

goals.

1. Assess yourself

a.

b.

Employers are looking for the skills and attitudes you have, how you think, act, and woikketis.
Assesyourself and skills in terms of these categories:
i. What interests and skills have you developed?
ii. What do you like best: working with people, things, or ideas and information?
iii. What subjects really interest you?

A personal assessment will provide ywith good clues as to the career options you should be
considering.

2. Explore possibilities

a.

PoooT

Read about various career options that interest you.

Explore through career days, job shadows, and mentoring.

Get experience through wotkiased learning while in sobl, parttime jobs or volunteering.
Explore through apprenticeships, mentoring, or internships.

Keep your options open while finishing high school.

3. Be informed

a.

~0ooyo

What are the specific qualifications needed?

What is the availability of positions in yocommunity?

What are the projected needs for this type of position in the future?

What are the opportunities for personal and professional growth?

What are the working conditions? (e.g., travel required, working alone or with others, outdoors/indoors)
Whatare the workplace laws you need to know about?

4. Prepare yourself

a.
b.
c.
d.

Create a resume and cover letter.

Contact people for references.

Prepare a jokhunting plan including goals, contacts, and schedules.
Research the companies you may be applying.

5. Present youself
a. On paper cover letter and resume;

b.
c.

In persong once you have secured an interview, remember basic interview tips.
Market yourself to make yourself stand out from the competition.



Application/Cover Letter

SNI REZ RN B NANISGH F 2WNA NI A Ay T de
Jim FrankenPastpresident, The Harbor Group

GLY GKS g2NJ L}t

People in the workplace write business letters and communicate through email to share ideas, promote products and ask
for help when needed. Putting a message in writing givesatiter time to think about, organize, and edit what he wants

to say. A written message also becomes a record of important details for both the sender and the recipient. In any
profession, written communication connects the writer with other individuald arganizations.

Parts of a Business or Cover Letter
A business or cover letter presents complete information in the order below:

Heading
¢tKS KSIFRAY3I 3IAPSEa GKS gNAGSNRAE O2YLX SGS | RRNBaaxz
address is part of the date, place only the date in the uppeiaftd corner.

Inside Address
¢KS LyYaARS ! RRNKSaa 3IA@Sa GdKS NBIFIRSNRa yIFYS yR 02
If you are not sure which person to address or how toldpislher name, call the company and ask. If the
LISNE2YyQa GAGES Aa | aAy3atsS g2NR 2N GSNEB aK2NI 3z L
go on a separate line.

Salutation
¢CKS alfdziltiAz2y LISNR2YI|t AT S aly, tokdSpartm@nt ér Sompany nanfes. ¢ 5 S N
Place a colon after the name.

Body
The body contains your message in sirgpaced paragraphs with double spacing between them. The
body of your letter is organized in three parts: (1) the beginning states who ycandrevhy you are

writing, (2) the middle provides all the needed details, and (3) the ending focuses on what should happen
next.

Complimentary Closing
The closing politely ends the message with a parting word or phre&iacerely; Sincerely yours; Yours
truly; Respectfully followed by a comma. Capitalize only the first word of complimentary closings.

Signature
¢KS aA3YylIddaNE YI1Sa GKS tSGGSNI 2FFAOALIET® LG Ay Of d
name.

Initials, Enclosures, Copies
WhSy az2vy$S2y$S (GeLiSa G(KS fSGGSNI F2NJ GKS 6NAGSNE GKI
capitalized initials, separated by a colon. If a document (brochure, form, copy) is enclosed with the letter,
GKS 62NR a9y Of 2a dzN®heindlsolfya ©dpyiod thellettdirdS sentBlsewhdre, Bype
a00Yé YR F2ff29 6AGK GKS yIYS 2F (KS LISNE2Y 2N R



Writing Guidelines

Prewriting
o Considering your audience: Who is your reader and how will he or shalfeat your message?
o Determining your purpose: Jot down your reason for writing or what you want the reader to know.
0 Gathering details: collect the information you will need for your letter. Think about the best way to
organize and present it.

Writing and Revising
o Organize your letter based on the Pfériting section above.
0 Improve your Writing
A Revise your first draft, checking for the following:
1 accurate, interesting details
1 paragraphs that develop the main ideas
1 a polite and respectful tone

Editing and Proofreading
o Checking for Style and Accuracy
A Check your letter for the following traits or qualities:
1 smoothflowing sentences
1 clear, natural word choice
9 correct spelling, capitalization, punctuation, and usage
1 correct letter form

Preparing yarr Final Copy
0 Neatly type your letter.
o Center it vertically on the page and keep the margins even on both sides.

Ineeda Job
2510 E. 8th Street
St. Paul, MN 55106
701-555-5555
ineedajob@hotmail.com

April 17, 2017

Mrs. Nancy Timms

Human Resource Director

{do W2aSLKQa 1 28LAGIT
407 3rd Street SE

Minot, ND 58701

Dear Mrs. Timms:

| am writing in response to the ad that you placedhe Minot Daily News
classified section. | am very excited about the position as a Pediatric Nurse in the
OKAf RNBYQa 4FNR FiG {dd W2aSLKQa | 2aLAdGt @

seriously ill babies. In aihn, | am familiar with NICU standards and have a large
medical vocabulary. | am able to present information accurately and remain calm
in high stress and emergency situations. | have also been involved in assisting with
the planning of patients' care pgrams.

If you would like more information, please let me know by calling (701)5555
anytime during the day or by emailing meia¢edajob@otmail.com Thank you
for considering my application. | loédeward to hearing from you.

Sincerely,
Ineeda Job
Ineeda Job

End. resume

L Y I KAIKE@ &a1AtfSR wS3aIA&aGSNBR bdNA 6AGK H 2SINEQ SELISNRSYOS
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Job WinningResume Introduction

A resume is a document that communicates your career objective and value to a company. A strong resume is carefully
planned anddeveloped (not quickly typed up) in an appropriate format (style) designed to showcase your experience and
accomplishments to a specific position.

Before we begin, it is important to note the average employer will only sper2DIg&econds reading your i@se. To

OF LA dzNB GKS NBFRSNRA FGdSyadAzzys &2dz ¢l yld G2 3IAGS GKSY |
interview by making yourself stand out above all others. Writing afotning resume can be challenging, even for the
seasoned fessional, but having some background knowledge on the different resume formats and the use of each will
help you to find success. Write your resume with as much accuracy and detail as you can provide.

Components of an Effective Resume:

1. Identification
Include your full name, mailing address, and telephone number.

2. Objective
Describe the kind of job you are looking for; be specific.

3. Skills & Qualifications
List basic skills and abilities as well as any special skills you may have.

4. Education
t NEOARS @2dzNJ 40K22t Q& ylYSE 6SELISOGSRO 3ANI RdzZl GAzY
awards received.

5. Organizations
Include information about memberships and offices held in clubs because they show your ability to
assumeresponsibility and work with other people.

6. Experience
Describe jobs by listing the name of the company, your job title, the dates employed, and the duties
performed. List them beginning with the most recent.

7. References
If you choose to add references,lyoan either state that references are available upon request or list
three or four responsible adults who would be glad to recommend you. Include their phone numbers or
necessary contact information. Do not list anyone without first obtaining his or @enigsion. Do not
include family members or friends your own age.

8. Personal information
Leave out your personal information, hobbies, or interests. Do not include your age, height, weight, status
of health, or information about your family background.

9. Appearance
Type your resume. Make sure it is neat and free of errors.

10.Length

Limit your resume to one or two pages.



Tips to Writing a JolWinning Resume

Pick the Right Font
Font selection is very important, for it will set the tone for the entigsume.

o Choose a font that is eadgy-read and professional in appearance.

o Limit your font choices to a few of the most weticognized and eady-read fonts. It is best to use only one font
in a single document.

0 Itis acceptable to useariations in bold, italic, and different sized fonts for your headings.
o Serif or Sans Serif Fonts are types of fonts available for use in creating your resume.
Serif Fontsare considered more traditional. Serif is a word that translates to "taifs bréi G £ S ¥SSG¢ 2y GKS f

Roman, which is pictured below, is a popular serif font in word processing programs. See the tails on the ends of the bar
across the top of the "T"?

Hereare some examples of appropriate serif fofgxamples shown are 11 pt.):

w Bell MT w Garamond
w Bodoni MT w Georgia
w Book Antiqua w Goudy Old Style

Sans Serifonts are more contemporary like the Arial or Calibri. Sans serif fonts tend to be easier to read on a computer
screen, so they are the better choice for the bulk of your content.

Here are some examples of appropriate sans serif fonts (examples shodth ptg:

w Arial w Lucida Sans
w Calibri w Tahoma

w Century Gothic w Verdana

w Gill Sans MT

The font size should never be smaller than 11pt or larger than 12pt, except for your name and possibly your headings. Keep
it consistentthroughout the document

Page Setup

1 Document margins
0 no larger than 1 inclon the sides, top and bottormo smaller than .5 inches on the top and bottom; and
o no smaller than .78cheson the sides.
Singlespace within sections artbublespace between sections.
Bold am enlarge your name at the topYour name should be 148 pt. font.
Type address, contact information, and other headings using 11 pt. fént.
Type the body of your Resume using 11 opf.Zont.
Keep the sectins lined up and consistent.
Fill the second page at least halfway down the page on apgage resume.
o tftFO0S a/2yiGAydzSRE G GKS o62GG2Y 2F LI 3IS 2ySs |y
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The Use of Bullets

Bullets are special characters usedhtae beginning of indented short sentences to call attention to individual items
on a resume.

Short, bulleted sentences are easier to read than long paragraphs of text, and they highlight the information you
want the reader to see quickly.

Bullets addsome variety to a resume and make it just a touch more creative.

Basic Writing Strategies

€ e

€ €

Be specific and keep it accurate and honest.

Start with an action verb anefrain from usingcomplete sentencesAvoid using the same action verb over and

over, useathesaurus if necessary.

Include a concise statement of your objective and make it clear to the reader what position you are seeking. State
why you could be an asset to the employer, not only what you want from him or her. If you plan to submit the

resune for a variety of positions, either customize this statement for each position or keep this statement general.

Use industryspecific terminologfS @ 4 2 NRa o60aalJSI1¢ GKS NBFRSNRa fIFy3dz 38
Emphasize your skills, accomplishments, and career achievemenesjagpthe responsibilities you had in a

previous position which relate to the position for which you are applying.

Arrangeeducation and employment history information in order. Be complete and accurate when listing the name,

city and state of previousmployers. Do not include pronouns such as |, my, me, our, or any other possessive or
pronoun or list company street addresses, salary, or reasons for leaving.

Leave out personal data such as, marital status, hobbies, interests, physical appearanoa, igfos, and

unrelated hobbies.

Spell out the stateamefor your jobs, if you spelled out the state in your address, such as New York.

Produce anerrof NBS NBadzYS yR YI 1S &ddz2NB AG A& St aAispaichétBl R 6.
function may not catch all misspellings or grammatical errors. Proof, proof, and proof again!

Print your resume on quality paper (100% bond papehite, ivory, light gray).

UseMicrosoft Wordor another word processing prograto create youresume.

Things to Avoid

geeeeeee

geeeee

Sentences that aréchoppy ¢ too short and repeat the same words

Repeaing the same informatiotoo many times.

Typos and grammatical errors (icbé aloud;have a friend proofread it).

Unrelated jobs that go back too far in yeq#10 yearss sufficientin most cases).

Unrelated information (Stayrotrack;keep the position in mind).

5 2 y Q persdr@l@onouns(l, Me, My).

52y QG YI1S (KS &&AOR IyaRinamil @ fagds,amdke i dhe phde.

Asecond pagaloes not include your namdf your resume is more than one page, include a headtr your full
name.

Too much or not enough white space (looks empty, inexperienced).

Usngthe full address for employers (list only the town and state).

Usingfull employment dates such as 12/11B. List only the month and year.

5 2 y Qihe réadoa for leaving or explain situation (if you must, save it for the letter).

52y Qi Ay OfindeRratiohJSubldadmarried, homeowner, two children(lt is unrelated to the position).
52y Q0 AyOfdzRS dzyNBf I GSR LISNE2YIFf AYydiSNBad FyR K200AS2
and puzzles" (include interests ONLY if it latesl to your careepbjective).



Action Wordsc By Skills Categories

Communication Creative Research Management
Skills Skills Skills Skills
Articulated Adapted Advised Administered
Clarified Composed Analyzed Analyzed

Collaborated Conceptualized Clarified Assigned
Communicated Created Collected Coordinated
Consulted Customized Conducted Delegated
Conveyed Designed Critiqued Developed
Convinced Developed Detected Directed
Debated Directed Evaluated Enforced
Directed Established Examined Established
Discussed Formulated Explained Executed
Explained Founded Explored Improved
Influenced Illustrated Extracted Incorporated
Interpreted Initiated Formulated Initiated
Listened Instituted Gathered Inspected
Marketed Integrated Inspected Instituted
Mediated Introduced Interviewed Managed
Moderated Invented Investigated Motivated
Negotiated Modified Located Organized
Persuaded Originated Measured Planned
Presented Performed Researched Produced
Proposed Planned Reviewed Reorganized
Reported Revised Solved Reviewed
Resolved Revitalized Summarized Scheduled
Summarized Shaped Surveyed Streamlined
Translated Solved Tested Supervised



Financial
Skills

Administered
Adjusted
Allocated
Analyzed

Appraised
Assessed
Balanced
Budgeted
Calculated
Computed
Corrected
Determined
Developed
Estimated
Forecasted
Managed
Marketed
Measured
Planned
Prepared
Projected
Reconciled
Reduced
Researched

Retrieved

Helping
Skills

Advocated
Aided
Assessed
Assisted
Collaborated
Contributed
Cooperated
Counseled
Demonstrated
Educated
Encouraged
Ensured
Guided
Helped
Insured
Motivated
Prevented
Provided
Referred
Rehabilitated
Resolved
Simplified
Supplied
Supported

Volunteered

Organizational

Skills
Arranged

Catalogued
Categorized
Classified
Coded
Collected
Compiled
Distributed
Generated
Incorporated
Inspected
Maintained
Monitored
Operated
Organized
Prepared
Processed
Reviewed
Routed
Scheduled
Screened
Supplied
Systematized
Updated

Verified

Technical
Skills

Assembled
Built
Calculated
Computed
Constructed
Converted
Designed
Determined
Developed
Engineered
Fabricated
Installed

Maintained
Operated
Printed
Programmed
Rectified
Regulated
Remodeled
Repaired
Restored
Solved
Standardized
Upgraded
Utilized



Fabricating Resume Information

lf K2dzZ3K OdzZNNBy G SaidAyYladSa OFNE O2yaiARSNIoftex AdGQa tA1S
SEF33SNIGA2ya YR 20KSNJ YA &NBLINE & Sy épplicants ofaimda cdlleég@degrde thay2 €
R2y Qi KI@Sod ! fY2ad nn LISNOSyld 2F KdzYky NBaA2dz2NOS LINRFS&aa
alylF3SYSyid NBLERZ2NISR (KSe2Q@S AyONBlIaSR GKS | Y@rdpyéarsaril (AY
many companies are now requiring background checks for all applicants being considered.

f

A
A
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Forbes Magazine has a list of the top lies people put on their resumes. They are as follows:

Lying about your college degree

Playing with dates tbide employment gaps

Exaggeratingalesnumbersto make yourself look better

Increasing previous salary in an attempt to get more money

Misleading joltitles.

Lying about technical abilities such as familiarity and proficiency when it comes to knowlesigfeware programs
Claiming language fluency

Providing fake address

Inflating Grade Point Averages

©CoNo~WNPRE

Templates to Use

Login to yourRUReady.ND.goaccount to use the templates available for the follogin

Cover Letter Creator
Resume Builder

Thank You Letter Builder
Job Interview Practice

geegee

You can also find a variety of templates on the Internet to use.

10
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Resume Builder Worksheet

Personal Information

First Name Last Name
Street Address

City State Zip
Phone (Home or CdjlPrimary) Phone (Work)
E-Mail

Employment Objective Statement

Summary of Skills and Qualificatianisogin to your RUReady.ND.gov account to take the Basic Skills Survey and Transferable Skills Checl
help you detemine your skills and qualifications. List the skills and qualifications below that you will include on your resume.

Your Employment History

Company Name Your Position
City State Zip
Start Date (mml/yy) End Date (mmlyy)

Job DutiesResponsibilities, and Accomplishments (use action words):

Company Name Your Position
City State Zip
Start Date (mm/yy) End Date (mml/yy)

Job Duties, Responsibilities, and Accomplishments (use action words):

Company Name Your Position
City State Zip
Start Date (mml/yy) End Date (mm/yy)

Job Duties, Responsibilities, and Accomplishments (use action words):



Your Education & Training

School Name State
Type of Education or Degree
Program/Major or Course of Study

Start Date (mm/yy) End Dat€mmlyy)

School Name State
Type of Education or Degree
Program/Major or Course of Study

Start Date (mml/yy) End Date (mm/yy)

Certificates and Licenses

Name of Certificate/License Date Acquired (mm/yy)
Issuing Organization State
Name ofCertificate/License Date Acquired (mml/yy)
Issuing Organization State

Accomplishments, Activities, Honors, and Affiliations

12



The Qualifications Brief When you have little or no work experience.

¢CKS vdzr f AFTAOIGAZ2YA . NAST
LF &2dz OK22a$S G2 dzasS I |
following information:

é' NBaasa
dzl

Iy AYRAGARdZ t Q&

rk 0 At

A Régértliasd o what it is ddRed, T Should Btitlhte@ | y

Quialifications Brief of Name

Street
City, State Zip Code
Phone Number
Email Address
A Record of Success
State your part time employment accomplishments.

Educational Accomplishments
Describe skillnowledge, abilities and accomplishments at school.

Extracurricular Accomplishments
List what you accomplished in your extrageular activities at school.

Awards
List degrees, relevant course work and certifications.

Other Facts

List yourspecial skills or abilities that woula ihelpful to the work setting.

Interests and Hobbies
List your interests and hobbies or things you really enjoy doing.

13
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Quialifications BriefSample

Qualifications Brief of Ineeda Job
2510 E. 8th Street
St.Paul, MN 55106
701-555-5555
ineedajob@hotmail.com

A Record of Success
As apart-time volunteer at Bethesda Hospital in St. Paul
® Volunteer of the Month Award
w Perfect attendance record for the past tweears
w Fequent compliments from patients who consistently praised my helpful and cheerful nature

Educational Accomplishments
Harding Senior High Schodeneral Business Studies

w WSOSAGSR ' Qad Ay 0S3IAYYAYy3d YR | ROFIYOSR 62NR LINI

w WSOSAGSR ' Qa Ay DSySNrft .dzaiySaa L 3 LL

w WSOSAGSR ! Qa Ay 0S3IAYYAYIAZ AYIGSNN¥YSRAFIGS FyR | R{
Extracurricular Accomplishments

Harding Senior High School

w aSYOSNI 2F I FNRAY3I {SYA2NI | AJkwe¢yodks2 2t IANI aQ G |

w Team captain, Senior year, varsity soccer

w aSYOSNI 2F I FNRAY3 {SyA2NI |1 A3IK {OKz22f DANIA&AQ @2f
Awards

Student of the Month Award, Junior Year

Other Facs
w Keyboard at 70 words per minute
Familiar with MicrosofExcel
Familiar with Microsoft Wor@nd other word processing programs
Worked in Windows and Mac Environments
Completed a course in Medical/Legal Transcription

€ eege

14
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TheChronological Resume

The Chronological Resume emphasizes your work historglamad generally follow this basic pattern:

Name
Street
City, State Zip Code
Phone Number
Email Address
Objective
State yourcareer goal.

Work History/Experience

company, position title, and short job description emphasizing your skills.

Education
Listdegrees, relevant coursework and certifications.

Optional Information
Listyour memberships, awards, military service, cerdifies, and activities.

Arrange by date (beginning and ending) with the most recent job and dates fistedGive details in this order:

15



OBJECTIVE

Chronological Resume Sample 1

Ineeda Job
2510 E. 8th Street
St. Paul, MN 55106

701-555-5555

ineedajob@hotmail.com

Pediatric nurse with specific experience in caringgi@mature babies. Developed excellent Child Care and plani

1AL &
EXPERIENCE

06/2015-08/2017

08/2014-04/2015

08/200907/2010

EDUCATION
04/2015

ACTIVITIES &
HONORS

AFFILIATIONS

0KNRdzZZK AYGSNYyakaLld Fd GKS ! yAGSNEAGE 27F |

''YAGSNBEAGE 2F aAyy Madpblis, MKkniefoR NSy Qa | 23 L
Registered Nurse

1 Worked as an RN in the pediatric section of a 60 Bed unit dedicated to looking after
seriously ill babies.

1 Designated a special rotation involving the NICU and played a key role in the care of
youngchildren.

1 Played an active role in the execution of health plans for patients involving a range o
medical issues including childbirth abnormalities, below average development and ul
achievement.

University of Minnesota Medical Centéfairview, Minneapolis, Minnesota

Student Nurse

1 Worked under the direction of supervising RN in providing bedside care, documentin
care treatments, admitting, discharging and transferring patients.

Bethesda Hospital, Saint Paul, Minnesota

Admit Clerk

i Greeted patients and family, helped patients with completing paperwork, explained
admittance documents, obtained signatures.

University of Minnesota School of Nursing, Minneapolis, Minnesota
Bachelor of Science Mursing (BSN)

GPA¢ 3.8 Deans list every semesteCertification obtained.
11/2014¢ Registered Nurse.

Hospital Voluntee007¢ 2009

National Council of State Boards of Nursing

16
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Chronological Resume Sample 2

Ineeda Job
2510 E. 8th Street
St. Paul, MN 55106
701-555-5555
ineedajob@hotmail.com

OBJECTIVE

Pediatric nurse with specific experience in caring for premature babies. Developed excellent Child @éaarand
a1Affa GKNRIzZAK AYyGSNyakaLa Fd GKS | yAOGSNERAGE 27

EXPERIENCRegistered Nurse! y A JSNARAG& 2 F

aAyySazialr / KAt RNByQa
June 201% August 2017

I Worked as an RN in the pediatric section of a 60 Bed unit dedicateefitously ill babies.
9 Designated a specibliCUrotation and played a key role in the care of young children.

i Played an active role in the execution of health plans for patigmslving a range of medical issues including
childbirth abnormalities, below average development and under achievement

Student Nurse University of Minnesota Medical Center (Fairview), Minneapolis, Minnesota
August2014¢ April 2QL7

1 Worked under the diction of supervising RN in providing bedside care, documenting care treatments, admi
discharging and transferring patients.

Admit Clerk- Bethesda Hospital, Saint Paul, Minnesota
August2009¢ July2010

1 Greeted patients and family, helpedth patient paperwork, explained admittance documents, obtained
signatures.

EDUCATION Bachelor of Science in Nursing (BSN) Apfi520
University of Minnesota School of Nursing, Minneapolis, Minnesota

I GPAc 3.8 Deans list every semesieCertification obtained
i RegisteredNurse 05/2015

ACTIVITIESX HONORS Hospital Voluntee2007¢ 2009

AFFILIATIONSIational Concil of State Boards of Nursing
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The Functional Resume

The Functional Resunmeenphasizes your skills, knowledge and abilities without putting them into any time frame. Group
your experiences and abilities under one or more broad categories. Place these categories in order of importance to your
objective. A brief work history is uslliaincluded without a description of work tasks. Just list company, dates, position, and
title. A functional resume usually follows this basic pattern:

Name
Address
Phone Number
Email Address

Objective
State your career goal.

SkillCategories
Describe functiorrelated terms and accomplishments.

Work History
List dates, places, positions.

Education
List degrees, relevant course work, and certifications.

Optional Information
List your memberships, awards, military servicertificates, and activities.

18



Functional Resume Sample 1

Ineeda Job
2510 E. 8th Street
St. Paul, MN 55106

701-555-5555

ineedajob@hotmail.com

OBJECTIVE
Pediatric nurse caring for premature seriously ill babies in a hospital setting.

SKILLS & QUALIFICATIONS
Developed excellent Child Care and planning skills.
Worked as an RN in the pediatric section of a 60 Bed unit dedicated to seriously ill or premature babies.
Experienced in NICU standard
Designated a specibllCUrotation and played a key role in the care of young children.
Played an active role in the execution of health plans for patients involving a range of medical issues including childbirth
abnormalities, below average developnmeand under achievement.
Worked under the direction of supervising RN in providing bedside care, documenting care treatments, admitting,
discharging and transferring patients.

WORKHISTORY
06/2015¢ 08/2017 | yYA@SNEBAGE 2F aiyyS amkdblis, MikriefoRNBSY Q& | 28 LA G =
Registered Nurse
08/2014¢ 04/2015  University of Minnesota Medical Center, Fairview, Minneapolis, MN
Student Nurse
08/2009¢ 07/2010 Bethesda Hospital, Saint Paul, Minnesota
Admit Clerk
EDUCATION
2015, Bachelor of Science (BSN), University of Minnesota School of Nursing, Minneapolis, Minnesota,
GPA; 3.8 (Deans list every semester), Registered Nursing CertificMay2015

ACTIVITIES & HONORS
Hospital Voluntee2007¢ 2009

AFFILIATIONS
National Coucil of State Boards of Nursing
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Functional Resume Sample 2

Ineeda Job
2510 E. 8th Street
St. Paul, MN 55106

701-5555555

ineedajob@hotmail.com

OBJECTIVE
Pediatric nurse caring f@remature or seriously ill babies in a hospital setting.

SKILLS & QUALIFICATIONS

Developed excellent planning skills and working with children.

Worked as an RN in the pediatric section of a 60 Bed unit dedicated to looking after seriously ill or prdrabiese
Experienced in NICU standards. Designated a spéi@akotation and played a key role in the care of young children.
Played an active role in the execution of health plans for patients involving a range of medical issues including childbirth
abnormalities, below average development, and under achievement.

Worked under the direction of supervising RN in providing bedside care, documenting care treatments, admitting,
discharging and transferring patients.

EMPLOYMENT HISTORY

06/2015¢ 08/2017 Registered Nurse | YA @SNEAG& 2 7F aAyy Slaradpolis, MiknefotRNSy Qa | 2 a
08/2014¢ 04/2015 Student Nurse University of Minnesota Medical Center, Fairview, Minneapolis, ksota
08/2009¢ 07/2010 Admit Clerk BethesdaHospital, Saint R4, Minnesota

EDUCATION

Bachelor of Science (BSN), Nursibgiversity of Minnesota School of Nursing, Minneapolis, Minnesota5GPA; 3.8
Deans list every semesteRegistered Nursing Certificatio®Q15).

ACTIVITIES & HONORS
Hospital Voluntee007- 2009
AFFILIATIONS

National Council of State Boards of Nursing
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The Combination Resume

The Combination Resume blends the strengths of chronological and functional. You may begin with the skill categories and
follow with a fulle work history. Or you may list each position you have held chronologically with strong emphasis on the
skills, knowledge and abilities attained in each position.

Name
Address
Phone Number
Email Address

Objective
State your career goal.

SkillCategories
Describe functiorrelated terms and accomplishments.

Work History
List dates, places, positions.

Education
List degrees, relevant course work, and certifications.

Optional Information
List your memberships, awards, military service,
certificates, and activities.
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Combination Resume Sample 1

Ineeda Job
2510 E. 8th Street
St. Paul, MN 55106

701-555-5555

ineedajob@hotmail.com

Pediatric Nurse
Extensive experience in caring fmemature and seriously ill babies in a pediatric unit.

SUMMARY OF SKILLS & EXPERIENCE
Registered Nurse
Highly skilled Registered Nurse, with experience looking after seriously ill babies. Played an active role in the
execution of health plans fdrabies with childbirth abnormalities, below average development, and under
achievement. Familiar with NICU standards. Ordered laboratory and diagnostic tests and evaluated results.
Monitored, recorded, and reported symptoms and changes in patients’ cdondiMonitored all aspects of patient
care, including diet and physical activity. Maintained accurate, detailed reports anddse
Student Nurse
Worked under the direction of supervising RN with experience serving in ER, Urgent Care, Pediatricaaland a St
Room Trauma Unit. Involved in admitting, discharging and transferring patients and documenting care treatments.
Admit Clerk
Greeted patients and family. Completed paperwork, reviewed admittance documents, obtained signatures.
Extensive computer expemce with attention to detail.

EMPLOYMENT HISTORY

Registered Nurse 06/2015¢ 08/2017
bbLx9w{L¢, hC aLbb9{hc¢! /1T L[5wWwI9bQ{ I h{tL¢!]

Student Nurse 08/2014¢ 04/2015
MINNESOTA MEDICAL CENTER, FAIRVIEW

Admit Clerk 08/2009¢ 07/2010
BETHESDA HOSPITAL

EDUCATION

Bachelor of Science in Nursing (BSNil 2QL5, (GPA; 3.8)
University of Minnesota School of Nursing, Minneapolis, Minnesota
Certified Registered Nurs2p15

Harding Senior High Schod010 GPA; 4.00

ACTIVITIES, HONORS, AMPBILIATIONS

Member: American Nursing Association
Hospital Volunteer 20062009
National Council of State Boards of Nursing
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Combination Resume Sample 2

Ineeda Job
2510 E. 8th Street
St. Paul, MN 55106

701-555-5555

ineedajob@hotmail.com

Pediatric Nurse
Extensive experience in caring for premature and seriously ill babies in a pediatric unit.

SUMMARY OF SKILLS & EXPERIENCE
Registered Nurse
Looked after seriously ill babies.
Played an active role in the execution of health plans for babies with childbirth abnormalities, below average
development, and under achievement.
Worked with NICU standards.
Ordered laboratory and diagnostic tests and evaluated results.
Monitored, recorded, and reported symptoms and changes in patients' conditions.
Monitored all aspects of patient care, including diet and physical activity.
Maintained accurate, detailed reports and records.

w
w

geeee

Student Nurse
w Worked under the direction of supeising RN with experience serving in ER, Urgent Care, Pediatrics, and a Stab
Room Trauma Unit.
w Admitted, discharged and transferred patients
w Documented care treatments.
Admit Clerk
w Greeted patients and family.
w Completed paperwork, revieweadmittance documents, obtained signatures.
w Worked on a computer with attention to detail.

EMPLOYMENT HISTORY

Registered Nurse 06/2015¢ 08/2017
bbLx9w{L¢, hC aLbb9{hc¢! /1T L[5wWwI9bQ{ I h{tL¢!]

Student Nurse 08/2014¢ 04/2015
MINNESOTA MEDICAL CENFEIRVIEW

Admit Clerk 08/2009¢ 07/2010
BETHESDA HOSPITAL

EDUCATION
Bachelor of Science in Nursing (BSWil 2QL5, (GPA; 3.8)
University of Minnesota School of Nursing, Minneapolis, Minnesota
Certified Registered Nurs2p14

Harding Senior High Schpa010 GPA; 4.00

ACTIVITIES, HONORS, AND AFFILIATIONS
Member: American Nursing Association
Hospital Volunteer 20062009
National Council of State Boards of Nursing
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Electronic FormattedResume

TheFormatted Resumés created in a word processing programi¢Msoft Word, for examplethat contains formatting
enhancements, such as bold, italic, indented text, columns, fonts, graphic lines, and so on. Formatted resumes are sent as an
attachment to an email. Content ike same as a traditional resume.

Ineeda Job
2510 E. 8th Street
St. Paul, MN 55106

701-555-5555

ineedajob@hotmail.com

OBJECTIVE
Pediatric nurse caring for premature or seriously ill babieshnspital setting.

SKILLS & QUALIFICATIONS

Developed excellent Child Care and planning skills.

Worked as an RN in the pediatric section of a 60 Bed unit dedicated to seriously ill or premature babies.

Experienced in NICU standards. Designated a spékddirotation and played a key role in the care of young

children.

w Played an active role in the execution of health plans for patients involving a range of medical issues including
childbirth abnormalities, below average development and under achievement.

w Worked under the direction of supervising RN in providing bedside care, documenting care treatments, admitting,

discharging and transferring patients.

€ EEC

EMPLOYMENT HISTORY
Registered Nurse: Y A GSNARAGE 2F aAyySazdal / KAfRNByQa | 2aLAdL
Minneapolis Minnesota. June 2Ibto August 2017

Student NurseUniversity of Minnesota Medical Center, Fairview
Minneapolis, Minnesota. Augug014to April 2A5

Admit Clerk:Bethesda Hospital
Saint Paul, Minnesota. Augua®09to July2010

EDUCATION

Bachelor of Science (BSN), Nursing

University of Minnesota School of Nursing, Minneapolis, Minnesoti5.20

(GPAc 3.8 Deans list every semesteRegistered Nursing Certification, NovemR2éx15).
ACTIVITIES & HONORS

Hospital Volunteer 2007 to 2009

AFFLIATIONS

National Council of State Boards of Nursing
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ElectronicPostedResume

The Posted Resume is a resume submitted website, then saved in a searchable database. The Web site may be a career
site (e.g.www.jsnd.com www.careerbuilder.comwww.indeed.com or www.monster.con). Career sites typically provide

job seekers with pasgord-protected access to the posted resume in order to make changes, facilitate pasting into email in
response to job postings, or delete when the time comes. A posted resume typically appearsonlyeiirmat.

Follow the instructions below to submibyr resume to the following online sites:
Job Service North Dakota

Visitwww.jsnd.comand clickon the Job Seekers section.

Clickon Log In To Begin Your Job Search

Clickon Register/Login tacreate a newndividual account or login to your existing account.
Clickon CreateResumeafter you have logged in.

rowbdPE

CareerBuilder

1. Visitwww.CareerBuilder.corand click on theéJpload/Build Your Resuméink on the home pag

Indeed

1. Visitwww.indeed.com
2. Clickon Upload your resume

Monster

1. Visitwww.monster.com
2. Clickon Upload aResume
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The Scannable Resume

TheScannable Resume is the "scanner friendly" version of your paper resume, and it is designed to be read by a computer
rather than a person. It can bereailed or provided in hard copy to employers whose companies look for key words and

phrases thathave bge LINBLIN2 INJ YYSR o6& (KS KdzYly NBa2dz2NOSa RSLI NI YS
YIRSé¢ F2NJ I &ALISOAFAO 2200 1 AydY YI1S &dz2NB @2dz 3SaG | O2Lk
your resume. This willenable youto uek S g2 NRa GKI G Attt YIFGOK @2dzNJ NBadzyS s

Submit a Scannable Resume only if a potential employer tells you to. Use these formatting methods:

w Fonts, Formatting and Layout
0 Use simple formatting5 2 vy Q foldgzaliG, underlining, shadingll caps or different font styles within
the document.
0 Use a sans serif font, like Ari@alibrior Tahoma. These are fonts that do not have the small markings on
the edge of each legr (serifs).

Usea 10, 11, or 12 font size no smaller and no larger.

52y Qi dzaS OSNIAOFf 2NJ K2NAT 2y GlFf fAySazr 3INI LIKAO&Z
52y Qi dzaS odzfSdiad ,2dz YIe& dzasS FadSNRala o0 2N K
52y Q0 dzaS LI NByiKSasSa 2NJ oNXO1Sidaod

52y Q0 dis&evan padirg dhroughout the document.

Don't condense spacing between letters.

Use left justification only. No centering or right margin justification.

Type your name on each page if you go beyond one page. Going beyond one page is acceptable.

o0 Type your address lb@v your name on the first page.

w Printing and Mailing

o Print your resume with a laser printer. Provide the employer with an original orduglity photocopy on

plain white paper. Use only black ink.

Avoid paper with heavy texturer colored papethat could interfere with the clarity of the print.

Do not use avatermark.

Don't print on two sides of one page.

Put resume and cover letter in a 9 x 12 envelope and paper clip them together when mailing your
information. 52 Yy Qi F2f R 2 NJ Zétd (QtaBiock oy carfiedrd) sufroundihg yeukK
documents to reduce wrinkling.

w Keywords

o Research your industry and/or the requirements of the jobs you are seeking to make sure you've included
appropriate information since scanned resumes are typicatlyeneed using keyword searches.

o Each time you apply for a job, review the position description. Make sure key terms that are included in
the position description are also included in your resume where appropriate. You may revise your resume
slightly for dfferent positions or keep several versions of your resume if you are applying for different
types of jobs.

0 52y Qi AyOfdzRS | aSOGA2y SyGaAidtSR bliSeg2NRadPh ! as

o Some keyword examplascludeaccounting, chema engineer, manager, negotiated, process modeling,
trainer, social media, strategic planning, etc.

o Remember that a human being will not see a resume that has been uploaded/scanned unless it has been
first retrieved through a key word search. Be speckimr. example, list the names of software you use such
as Microsoft Word or Excel, instead of listing software packages. Use terms and acronyms specific to the
industry. Spell out the full name when you list acronyms; i.e., IEEE, Institute of Electri€déeindnic
Engineers. Either way the employer chooses to search for this information, your text will be found.

w Proofread

o As with any resume, typos are unacceptabliéords that are misspelledill not be found in a keyword

search.

O O O0OO0OO0OO0OOoOOo

O O o0 o
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Scannable Resum®&ample

Ineeda Job

2510 E. 8th Street

St. Paul, MN 55106
701-555-5555
ineedajob@hotmail.com

Obijective
Pediatric nurse caring for premature or seriously ill babies in a hospital setting

Education

Bachelor of Science (BSN), Nursing, April 2015

University ofMinnesota School of Nursing, Minneapolis, Minnesota
Overall GPA 3.8 Deans list every semester

Registered Nursing Certification, 2D1

Knowledge gained through pediatric nursing:
*NICU Standards

*Childcare

*Caring for Seriously ill or prematubabies
*Planning

*Health plans

*Childbirth abnormalities

*Below average development and under achievement
*Bedside Care

*Documenting care treatments

*Admitting

*Discharging and transferring patients

Computer Skills:

*Keyboarding

*Microsoft Excel

*Microsoft Word

*Windows and Mac environments

Employment
Registered Nurse

' VAOSNEAGE 2F aAyySazil /KAfRNBYQ& 1 2aLAGIES aAyyShLRtAs

June 201% August 2017

Played an active role in the execution of health plans for babies with childbirth abnormaléles; &verage development,
and under achievement. Familiar with NICU standards. Monitored all aspects of patient care, including symptoms and
changes in patients' condition, diet and physical activity, ordered laboratory and diagnostic tests and evalsalisdand
maintained accurate, detailed reports and records.

Student Nurse

Minnesota Medical Center, Fairview, Minneapolis, Minnesota

August 2014 April 2015

Worked under the direction of supervising RN with experience serving in ER, UrgerR€hagrics, and a StaRoom
Trauma Unit. Involved in admitting, discharging, transferring patients and documenting care treatments.

Admit Clerk

Bethesda Hospital, St. Paul, Minnesota

August 200%; July 2010

Greeted patients and family. Completed paperwaviewed admittance documents, obtained signatures. Extensive
computer experience with attention to detail.

Activities and Honors

Hospital Volunteer 20072009
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The Employment Application

Completing theEmployment Application Form

w

g€ €e€

€ e

w
w

Read carefully, faWw directions, and write neatly. Each application you complete is the first sample of your work
that employers will see.

Use black ink (unless otherwise indicated).

If possible, completa rough copy first and correct all the errors before completing tttei@ copy.

Answer all questions and write in every space provided: If a question does not apply to you, write the abbreviation
Gbk! ¢ oy2iG I LI AOLFIOESO®

.S a aLSOAFTAO la LaarotsS Ay ARSydGAFeAy3da GKS
2NRGS Ay dalOlfiBESHKBANR @2Idf H WB RSAANBRTE: (KAaA
in similar positions earn. You can discuss the specifics of the compensation package later.

Be positive; do not volunteer negative experiences.

Be honest.

G L2 & A
Y8t ya

Required Informdion on the Employment Application
Gather the information and materials needed to complete your employment application. Much of the information you need
is on your resume. Make sure you have the following when completing an employment application:

€ ¢€¢gk¢

egeegee

Writing utensils, paper clip

Current addresse

Educational information namesand addresses, diplomas earned, dates you attended institutions, subjects in
which you excelled

Work experience past jobs and responsibilities; names, addresses, and phone humberst @npaleyers; dates of
employment; job responsibilities; military experience and volunteer work

Business antechnologyskills

'y,
a

Special certificates, licenses, professional organizations, honors, and achievements that could give you an advantage

A list of réderenceg include names, job titles, company names, addresses, and telephone numbers
Copies of your resumeattach your resume to any completed employment application

Avoid These Common Mistakes on an Employment Application

geeeeeee

Misspelled words

G/ NPAdzZSR oNARGAY3
Folded or wrinklea@pplication form
Incomplete or unanswered items
Failure to printwrite neatly
Incomplete work history

Submitted after deadline

No signature

What do Employers Look for in an Employment Application?

Most employers require applicants to complete an employment application. The employment application gives the employer

facts about you that can be kept on file. The information you provide and how well you present the information indicates to
an employer the foowing:

geee

After completing an employment application, you may or may not get an interview. The outcome could depend on how well

Your ability to follow instructions
Your achievements

Your ability to hold a job

Your thoroughness

you complee the form.

28



EMPLOYMENT APPLICATION SAMPLE 1

Employment Application

Name: Street Address

First Middle Last
Apt. No
or Box City State Zip Phone

M T T S S
Are you 18 Ever worked for this company before?
or older? If not, age? If yes, Dates & Location
AVAILABILITY
Total Hours Hours FROM
Available Per Week Available: TO
How far do Do you have

Are you legally able to How did you you live from transportation
be employedinthe US [ Yes O No hear of job? this location? to work?
SCHOOL MOST RECENTLY ATTENDED
Name Location Phone
Teacher or Last grade Graduated? O ves O No
Counselor completed Now enrolled? [JYes [J No
Sports or Activities

EMPLOYMENT HISTORY (If not applicable, list U.S. Military, work performed on a voluntary basis or personal references)

Company Address

Phone Job

Supervisor Dates worked: From to
Salary Reason for Leaving

EMPLOYMENT HISTORY (If not applicable, list U.S. Military, work performed on a voluntary basis or personal references)

Company Address

Phone Job

Supervisor Dates worked: From to
Salary Reason for Leaving

EMPLOYMENT HISTORY (If not applicable, list U.S. Military, work performed on a voluntary basis or personal references)

Company Address

Phone Job

Supervisor Dates worked: From to
Salary Reason for Leaving

Are you capable of performing the duties of the job for which you have applied, with/without a reasonable accommodation?

O Yes [J No

HAVE YOU EVER BEEN CONVICTED OF VIOLATING ANY LAW (EXCEPT MINOR TRAFIC VIOLATIONS)? D Yes D No
If yes, please attach a summary of details. Disclosure of a criminal record does not automatically disqualify you from
employment consideration. You case will be judged on its own merits.

Person to contact in case of emergency:

Name

Phone: (Home)

Address,

(Work)

Signature:

1. Icertify that the information contained in this application is correct to the best of my knowledge and understand that any omission or
erroneous information is grounds for dismissal. 2. Tauthorize the references listed above to give you any and all information concerning my
previous employment and pertinent information that may have, personal or otherwise, and release all parties from all liability for any damage
that may result from furnishing same to you. 3. Tacknowledge that, if T become employed, T will be free to terminate my employment at any
time for any reason and my employer retains the same rights. This application does not establish an employment contract.

Date:
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Employment Application Sample 2

APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION DATE____
NAME
LAST FIRST MIDDLE SS#
PRESENT ADDRESS
STREET CITY STATE ZIP
PERMANENT ADDRESS
STREET CITY STATE ZIP

PHONE NUMBER

ARE YOU 18 YEARS OR OLDER YES NO

ARE YOU PREVENTED FROM LAWFULLY BECOMING EMPLOYED IN THIS COUNTRY BECAUSE OF A VISA OR

IMMIGRATION STATUS?  YES NO

EMPLOYMENT DESIRED
DATE YOU SALARY
POSITION CAN START DESIRED
IF SO, MAY WE INQUIRE
ARE YOU EMPLOYED NOW? OF YOUR PRESENT EMPLOYER?
HAVE YOU EVER APPLIED
TO THIS COMPANY BEFORE WHERE? WHEN
REFERRED BY
EDUCATION
HIGH SCHOOL YES  NO
NAME LOCATION YEARS GRADUATE
COLLEGE YES  NO
NAME LOCATION YEARS GRADUATE
GENERAL

SUBJECTS OF SPECIAL STUDY OR RESEARCH WORK

SPECIAL SKILLS

ACTIVITIES (CIVIC, ATHLETIC, ETC.)

U.S. MILITARY OR
NAVAL SERVICE RANK

PRESENT MEMBERSHIP IN
NATIONAL GUARD OR RESERVES

CONTINUED ON OTHER SIDE
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